
DEPARTNIENT OF HEALTH & HUMAN SERVICES Public Health Service

Indian Health Service
Rockville Md 20857

MAR 9 1994
 SGM 94-1

OAM/DMP

TO: All Headquarters East Associate Directors,

FROM: Acting Director of Headquarters Operations

SUBJECT: Small Purchase Requests and Travel Orders

The purpose of this Special General Memorandum is to eliminate
the requirement to obtain approval from the Director of
Headquarters Operations (DHO) for Small Purchase Requests (HHS-
393) and Travel Orders (HHS-1).

Small Purchase Requests

Effective immediately, small purchase requirements will be
approved by Associate Directors for their respective Offices
according to IHS acquisition policies and regulations.

A memorandum was issued by the Associate Director, Office of
Administration and Management (OAM), on November 30, 1993 (see
Attachment A) emphasizing that the Office Services Section is the
central processing and approval location for all Headquarters
HHS-393 Purchase/Service/Stock Requisition. The memorandum also
established the requirement that the DHO approve all HHS 393's.
The information contained in the November 30 memorandum remains
in effect except for the approval by the DHO.

A memorandum dated October 15, 1993, issued to all Executive
Staff, from the Acting Director of Headquarters Operations,
remains in effect until further notice (see Attachment B). This
memorandum is in reference to the control of expenditures for the
Office of the Director's Budget (CANS 2000-2005, 2600).

Travel Orders

Attachments



l DEPARTMENT OF HEALTH & HUMAN SERVICES

TO : 
.

FROM :

Indian Health Service
Rockville MD 2.0857

NOV 3 0 I993

H e a d q u a r t e r s  E a s t  S t a f f  .

A s s o c i a t e  D i r e c t o r
O f f i c e  o f  A d m i n i s t r a t i o n  a n d  M a n a g e m e n t

SUBJECT: S m a l l  P u r c h a s e  R e q u e s t s

T h i s  i s  a  r e m i n d e r  t h a t  t h e  O F F I C E  S E R V I C E S  S E C T I O N  i s  t h e
c e n t r a l  p r o c e s s i n g a n d  A P P R O V A L  l o c a t i o n  f o r  a l l  H e a d q u a r t e r s
HHS-393. “ P u r c h a s e / S e r v i c e / S t o c k  R e q u i s i t i o n ”  ( e x c l u d i n g  a l l  A D P
h a r d w a r e / s o f t w a r e  a n d  t e l e c o m m u n i c a t i o n s  e q u i p m e n t  ) .

T h e  A d m i n i s t r a t i v e  S e r v i c e s  C e n t e r  ( A S C ) .  G e n e r a l  A c q u i s i t i o n
B r a n c h  ( G S B )  h a s  b e e n  a s k e d  t o -  n o t  p r o c e s s  a n d  r e t u r n  a l l  I n d i a n
H e a l t h  S e r v i c e  H H S - 3 9 3  t h a t  d o  n o t  c o n t a i n  t h e  A P P R O V A L  B Y  t h e
Chief + O f f i c e  S e r v i c e s  S e c t i o n  ( O S S ) .

I n  a d d i t i o n ,  a l l  H H S - 3 9 3  ( i n c l u d i n g a  1 1  A D P  h a r d w a r e / s o f t w a r e  a n d
t e l e c o m m u n i c a t i o n s  e q u i p m e n t )  m u s t  a l l  h a v e  a n  a d d i t i o n a l
a p p r o v a l  b y  t h e  D i r e c t o r  of H e a d q u a r t e r s  O p e r a t i o n s . T h i s
a p p r o v a l  c a n  b e  i n c l u d e d  i n  t h e  “ D e s c r i p t i o n ”  p o r t i o n  o f  t h e
HHS-393. ‘..

A t t a c h e d  i s  a  r e v i s e d  s a m p l e , D A S / Y B / l l - 9 3 ,  f r o m  t h e  Y e l l o w  B o o k -
A n  A d m i n i s t r a t i v e  R e f e r e n c e  G u i d e ,  D A S / Y B / S - 9 2 ,  p a g e  4 0 . I f  y o u
h a v e  a n y  a d d i t i o n a l  q u e s t i o n s ,  p l e a s e  t e l e p h o n e  M s .  J e a n e l l e
R a y b o n ,  C h i e f ,  O S S  a t  4 4 3 - 1 0 9 5 .

At t achment

;
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DAS/YB/l1-93

SMALL PURCHASING SERVICES

Services: Requirements under $25,000 to be obtained on the
open services market and GSA schedule acquisitions'
are processed through small purchase Procedures.

The ADP and telecommunications purchases are
 conducted by the ADP Acquisition Branch, and a11

other purchases are performed by the General
Acquisition Branch.

Types of purchase transactions include individual
call-ins, orders, blanket, purchase agreement.
(BPA) imprest fund transactions, rubber stamp
purchases, book and subscription orders, Fedstrip
orders, GSA schedule acquisitions, and repair
orders.

Procedure: Each requesting office is responsible for
preparing their own HHS-393,
"Purchase/Service/Stock Requisition“.

The HHS-393 must be signed by the "Requested by"
Official; "Recommend Approval

t by the appropriate
Associate Director, and "Funds Available" by a
member of the Division of Resources Management
staff.

If the purchase is under $25,000, it will be
"Approved By the Chief, Office Services Section.

If the request exceeds $25,000 it will be
Approved By the Director of Headquarters
Operations.

To obtain purchasing services, the Office Service
Section processes a properly funded, signed, and
approved Form HHS-393, Purchase/service/Stock
Requisition,  to the Division of Acquisition
Management, ASC.



.
DAS/YB/ 11-93

SMALL PURCHASING SERVICES (Continued)

Office Services is the IHS central receiving point
for MS-393's. The OSS will process most HHS-393s

 within  working days of receipt and hand-carry
approved HHS-393s to the Division of Acquisition
Management, General Acquisition Branch ASC. -All
HHS-393's must have applicable approvals and 
clearances before they can be processed.

Please refer to the following examples of the most
frequently-utilized HHS-393s:

0 Supplies (Exhibit A)

0 Subscriptions (Exhibit B)

0 Temporary Services (Exhibit C)

0 Equipment/Furniture (Exhibit D)

0 Name Plates (Exhibit E)

0 Rubber Stamps (Exhibit F)

Services: The Office Services Section is the Central
receiving point for all items ordered by the
Division of Acquisition Management, General
Acquisition Branch, ASC, for delivery to IHS
customers, with the exception of all ADP hardware
and equipment, which is received by OIRM,

Location:

Telephone:

If items ordered have not been received by the
delivery date specified on the purchase order (but
only after that date), customers may inquire about
the delivery at the following number.

4B-26

443-1095



8PA and Call No.

CILE, MO 20857 . -. . 7. .
.* . .:* . . .

OESCRIF’TI&
(1NCtUOE  sT0C.U  NUMEE~.MOML/T’ART  I+, t?U *

.
. ‘.

.
. . . . *.

.

SUPPLiEs: . ..-

*
rEhi No. F‘UNlT *

. .
i -.. .

:

3.

'. :. '..:,:::'.I~,.,. . _ . . .. ., .__.,.. .,l..l,..I y-,;:

-.--.- .
. -.

EAL-R' -
.

JUSTIFICATION:
. .

1-

. ;
._

- -..
6.’

:
. .

. .

.

:. (
.‘.

. . . . .
I

.

‘f

. .

--

-
GN,
O F

ISSUE
d

.:* ’ . .‘I
- *.

‘.
. . .

.._ .
-* I

. .

.
.- ‘.’

. ‘.‘.

-

L
. Directdr,.Headquarters Operations, IHS.-

Approval: . . . ..-

,
3

_.

-
. OAl

. +?i-E REQUIREO- .

:QuEsTTo  BY (~MfwcfAifc)e OATE ., RECEIVING OFFlClAL  - 1 certify that tbc qua.tttiet  indiicatcd  itithe “Quanta
-R . F&ids column above  have tmn rucived  in totd 01 l s m-mot&d.

ZCOMMENO APPROVAL  (SigmwefTirk)  l OAfE RECEIVING  0FFIClAi(~i~~t~C~Tit~c). OATE

~I?CEDIREC'IDR
. . . -
I .

PROVE0 BY @lpwrc/lifk)* OATE OROER NO. (PO. 00. FEOSTRIP.  ETC.1 . OAOER.~

CHIEF, OFFICESERVICES  ,-
.

* ::.5uTv  MANAG~~~ENT  o~r3Ctz~  (Sgnmw~)* OATE VOUCHER NO. VOUa-iE
:;‘;. .::::::‘.) .  . .c,,: :iv,::? ’ 1 :

~ (Rev. 6I90) I ox .



I . . * -. . .

:o *;-. +;:, . . ‘, 2. ‘.. ... :. - . .

GEP&+L::~~ISITI(+3RJ+i
‘REQUESTFOR  _,,.. ‘. . . .‘:. ’ C...{  ‘;.‘:.’ .‘,. .,’ ..: ;...'

0 i&&~E '. [xl &&,cE',. 0 STOCK tss‘,$ ' [3 R&A~L~
tEauEST(NG ORGANIZATION .  .  .  . . * . ‘. . CUSTOOIALAREA  - ; .-.  .‘, ‘.: O A T E : : . ..a

.
5

-
:: : ‘REFERENCECALL _.: I.. II’ . E%TEMION A P P R O P R I A T I O N

CURNAME ;- 443-1095  ./,.  : t. ,, .

.dJVER T O _. .;..;, .-; CAN.  1
ye oFFI~ -_ -- -.

___-

INDIANEIEMXHSERVICSE,YOURROCMMJMBER
5600 FISHES LANE _
I3XEWILLE.MD 20857 ..' -

ITolrNo. .OESCRWTION
((NCLUOE  STOCK NUMBER. MOOELlPART  NO.. =C.)

suBscRIFTION:

1YEAR SUBSCRIpTIcN: "STANDARD.FOR LIFE"

SaJRa~ANDARDs PuBLIsHlNG
3232 BNJXALL ROAD

1 ldzgH=, qc 20922

Send invoice and plrchase order
to Chief, OSS, Roan 4B-26

. .

Direct;;, Headquarters Operations, IHS
Approval:

alTifyttmtfhslnucmrfy/~ rsqubnbd  an rSquired

I

FUNOS AVAILABLE fSicnahwvTTitleJ

occhul rrtmmt  buriwa.  814 am fmt wailebb from
wmm or current 8~47s.~

-. . _
QUANTITY
REQCllREO

L U N I T
O F

I S S U E

T
. .

OATII

. .

-

._.

T- C&T.

UNtT

‘.

.

T O T A L

TO’

DATE RECEIVING OFFICIAL - 1 certify that the qcmctdes  indicated in the “Ouaa
Rewbed”cohxm  sbo~ have bcm ~aceived in rotai  or es l nnotitd.

4ECOMMENO  A P P R O V A L  (SignatwejTirie)* OATE RECEIVING OFFICIAL  (Si~narurc/Tirlc) O A T E

ASSOCIAlEDIRECIUR
4PPROwEO  BY (sipMturc/~t~e)m

CHIEF, OFFICE SEXVICES

O A T E OROER NO. (PO. 00.  FEDSTRIP.  ETC.) O R O E R

vWWtERTY  MANAGEMENT OFFICER&%gnaIureJ~  OATE
.

VOUCHER NO. voucnl

.

. ,
H-3 (Fiev.  6/90) nr-



GENERAL ACC&JISITION BRANQi
QUESTING  ORCAN(ZATION

1 .o Ptficlvrse OsEnvtcE .c

IND~‘HEALTx  sJzRvI~

CUSfOOlAL  A R E A
. .

.a R E F E R E N C E  CALL
I

. .

YOUR NAME :.
EXTErcSION .

.

.UVERTO
&-&1ogs ..;‘:

.-’ ._ .. . _

5600 m LANE
:LLE,' MD 20857

-.-. . . . -'z
.: '.. .

OCSCRIPfldN  .
UNCLUOE  =oc)( NUMBER. UOOCQl’.-.RT  ‘?O, my . . .

. .

SOURCE: ICEAL, BPA
. . .

. -
- - - -

IWIE: WILL NEED JUSTIF'ICATION FUR SC&E-'"
saE@REQuEsr.

.--

Direc’t&,  Headquarters Operations, IHS -.1

,Approval: . .
$ w

- . . ..F

. . .
Y- ,. . .-

G’2AN-m
REQUtRl

- -_

‘. .

. 7

. .

. .

. .
. .-’. . . .

.---

.

)ATEBdfrt5tBttfn pmomvhsrviar mquarrsd  4n mquimd
-GWBmmaM  busIr&t,  and me not  mildA  from

FUNDS AVAtlA8LE  4skwmwvn-itt+l

a?socaJrmnt~’
-- . . TOTAL

1, ‘c

:aumeosv~ti&&y OATE .-,
=WESlSDR

RECEIVING OFF KIAL - I certify tlaat the quactttia indiated  id the Wuanr
Rec&ed”cdumn  abow have been ~ccked  in totd  QI l S l n&td

:COW4ENO A P P R O V A L  (sig~hue/7We}* 0~7~ RECErVrNC  OFF~CIAL’(S~~~I~~~~~~~J. O A T E

===Cl'EDI~R .
, .

7 ST0%

1 APPRC W’RIATION
_, .  .  .

. . .

h.: ‘.-

R E Q U I R E 0
.:..

-RO-JEO ev (Sig~twe/7ideJ’ O A T E

am?, 0mcEsERv1cEs  c

OROER NO. tP0.00.  FEOSTRIP.  ETC.] OROERC
.

-
(o=‘lw  M A N A G E M E N T  O F F I C E R  (s&atureJ*  OATE V O U C H E R  N O .

.’
VOUCHE

; f
n t

*
:

‘=-as3 (Rev. ei,gq I *r

: .
cc-& :-

-’
‘4JNfT  .



Atrichrxst to RequisjtSon &n&r
for

Temporary Help Servfces

'-Justification:

Position:

Approximate dates services are requfred: fromI to -

Hours: from . t0

Contact Person:

Phone Number: .

Bldg./Rm. # : - i

Check duties to be performed, list equipment to be used, and approximat
percentage of tjme perfomlng each task:

Outies

Receptionist/
Te'lephones

Fjling/Clerical

Word Processing

Soctware

Stenography
WPM

Dictaphone

EquSpment Pe r4
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DEPARTMENT OF HEALTH & HUMAN SERVICES

Indian Health Service
Rockville MO 2O857

Executive Staff

Acting Director of Headquarters Operations

SUBJECT: Purchases Charged to the Office of
the Director--ACTION

I am asking your assistance in maintaining the fiscal year 1994
commitment register for the Office of the Director. Please send
all purchase orders, requisitions, travel orders, vouchers,
personnel actions, and training authorizations for CANS 2000-
2005, 2600, and any other expenditures expected to be paid from
the Office of the Director's budget to Mrs. Olivia Buckley to
record on the commitment register prior to sending the documents
to the Division of Resource Management.

Mrs. Buckley is located in room 6-05 and may be reached on
443-1083.












